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INSTRUCTIONS REGARDING THE PREPARATION OF INSPECTION REPCRTS.
(To be sent to officer in charge of post to be inspected.)

The officer in charge of the post to be inspected 'shall prepare .
in advance of the inspection a report, in quintuplicats, {quadrup-
licate only, if the effice is not within the jurisdiction of &
supervisory office) on cep-size thin paper. This report shall be
single-spaced and shall be in three parts, heeded respsctively:

" PART I, AMERICAN FOREIGN SERVICE INSPECTION REPOLT,
PERSONNEL,
PART II. AMERICAYN FOREIGN SERVICE INSPECTION REPCLT,

ORGANIZATION AND AIMINISTRATION,

PART III. AMERICAN FOREIGN SERVICE INSPECTION REPCRT,
BASIC WORK OF THE OFFICE.

The hesding shall be placed cnly at the top of page 1 of sech
part, but the following shall appear at the beginning of each of the
- - sepaerate sub-parts making up the reports:

POST: - ’ OFFICER: (type name)
DATE: (of rsport) INSPECTCR : (type name) _
SUBJECT: (Insert number and subject as given in the following}

Part I shall be continuous, without division into sub-parts
except at the desire of the preparing officer. Any confidential
matter which the preparing officer may wish to include in this Fart,
should be put on a separate sheet, marked fConfidnetial®™ and num-
bered in the same series as other sheets of Part I. Each of the
sub-parts of Parts II and III (as "Part II-1, Organization") shall
be begun on & separate page, shall be numbered as indicatéd in the
succeeding instructions, and shall be signed by the reporting of-.
ficer, whose name and title shall be typed beneath his signature.
Peges shall be numbered serielly throughott each of the three parts,

- i,e., one series for Part I, another for Part II, and & third for
Part TII.

The five (or four) sets of the report shall be assembled and
clipped (not stapled) together. The Inspector shall make his com-
ments and suggestions in the space immediately below the comments
of the officer under inspection, and on additional inserted peges if
required (numbered a,b,c, etec, ). His confidential comment on per—.
sonnel matters under Fart I'shall be marked "Confidential" and ° '
shall be mppended to similar confidential material on this subject .
submitted by the preparing officer. The original of the report shall
be forwardsd in an-envelope addressed to the Director General cf
the Foreign Service. The duplicate shall be forwarded in an anvelope
addressed to the Chief, Foreign Service .Inspection Corps.»*ﬂiﬁhvit
shall be included all efficiency reports prspared by the Inspector.
Both envelopes, marked "Confidential", should be enclosed in one
eddressed to the Secretary of Steste. The triplicate, including the
comments and sugrestisns of the Inspector, shall be returned ~o the
officer inspected., I} is optionel with the Inspector, however, as
to whether he shall leave with the principal officer a copy of His .
gonfidential commsnt under Part J. = The quadruplicate shall bw ro-
teined by the Inspector. The quintuplicete, when the post inspected

\ ‘is within the jurisdiction of a ‘supervisory office, shall be for-
» warded to the supervising officer.

The
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The Inspector shall prepare, on his own account, and in
triplicate, Fart IV - Recommendations to the Department. It shall
form an integral part of the report and shall be handled in the
same menner as Parts I, IT and III, except that copies will not
be given to the officer inspected ror to the supervising officer,
except at the discretion of the Inspector. The triplicate shall
be retained by the Inspector.

I. PERSONNEL.

The officer in charge shall have filled in Page I of Form
205-¢, in duplicate, for all FSR end FSS personnel at the post.
The Inspector shall not be required to file formal afficiency re-
ports on foreign employsess, but may, in his discretion, describe
individual cases in this part of the report in any detaill deemed
neceésary. The Insnactor may review with the officer ths of fice
copies of efficiency reports on all subordinate of ficers and
employees,

The officer in chargc shall describe in this part of the ro-
port any problems which may cxist rogarding personnel of the of "ice
and shall make observations relating to such subjects as:

(1) Farsomnel pomplement fixed by the Department.

(2) Cuality end adequacy of the staff, including a discus:ion
of  individual and collective efficlaency.

(3} Appropriateness of asgiguments.

(4) Sp@ciél quelifications acquired or developed at ths.post
by any ‘meridan member of the staff,

(5) Individual health, financiel, or family problems.
(6) Transfer rccommendations.
(7) Any othor personncl mattoers considered to be of importence.

fI. ORGANIZATION AliD ADMINISTRATION.

(Poftions'of this part of the rcoport will not bc‘apllicab]e to
_diplomatic missions performing no consular functions. Where such
conditions exist, the portions not applicable may b= ignored.)

The officer in chergc shall provide in this part of the roport
the following information for the Inspector:

- (1) or anization. Tho lstest charts and information concerning
" ¥ho organization of the office, and also the most recent
post report. (Copies of this material arc not to be in-
cluded in or attached to the inspoction rcport). Such
rocommendations as may be decmed nesdful or desirabla shall
be made regarding the organizetion and administration of
the office. Spqci&l»conéideration shall bs given to the
) pqsgibiliﬁies'for improvement. of efficiecncy of administra-
tion and the offecting of cconomies, Proposed changss

in
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in the assigmmsent of responsibilities, definition
of duties and lincs of authority shall be commented
wpon fully. (Metters of a confidential naturs shall
e dealt with in Part I.)

Quartors. A statement as to whethor the quartors,

office or residontial, arc deemed satisfactory. If they

are unsatisfactory in any respcéct, or if changes are
desired, rccommendations shell be made in nscessary de-
tail, If there is Goverument-owned real property at

the post, the report shall state when the last survey
of it was made, If the acquisfition of property is undor
consideration by FBO, & bricf statement as to the status
of the ncgotiations should ds made. A copy of tleoffize
lease and, if possible, a plan of the city shall be
available for the Inspector. -

Furniture and equipment, A list of:

(i) furniture, fixtures and other equipment con-
sidered unsuitablc for further use in the office;

(1i) edditional articles needed to bring equip-
ment up to a satisfactory standard;

(iii) eny picces of furniture or equipment in
good condition which are no longer nseded and arc
availabls for use elscwhere;

(iv)’automotive équipment, with brief description
of its conditiom..

State'whofher the office inventory is kept up {o date
and whathar the required records pertaining to automotive

equipment ‘arc being maintained,

Cofrcspondence, files, archives and record books, The
office practices with respect to:

(1)-recording and routing of incoming corres-
pondence;

(i1) meintenance of files and indices;

(iii) use of follow-up or pending systoms to
insure prompt handling of correspondence;

(iv) binding of correcspondence in accordance with
provisions of the Regulations;

(v) proper comservaetion of archives;
{vi) hendling of tolegrems and mail, including
rogistaored matter, a'dressed to private individurls in

sare of thu officoy

(vii) the ccrtification of record books maintained
in the office, listing such books by name;

(viii) the systom used for insuring the sutmission
on schedule time of all required reports and roturns.

Discuss
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Discuss briefly the operation of the pouch and
eourier service at the post, pointing out any excessive
time lags in the transmicsion of correspondence and
making any recommendations thought desirable for the
improvaement of Service communications systoms in general,

(6) Accounts and fiscal renorts. A statoment shall be made
as to the office practices with respect. tos:

(1) sefeguarding of fec stamps end cash and tho
frequency of verification of amounts on hand by a
responsible officor;

(11} persons having knowkdse of safe combinations;
(iii) depouit of official funds in a bank;

(iv) permarent binding of such materiales the rescord
of fzes and tho cash book forms; asnd ‘

(v) the manner in which salaries are paid to American
and alien employses.

Any particuler problems encountoered by the office in
the preparation of accounts and fiscel reports should be
discussed, . :

(8) Salariss. A trisf discussion of the adeoquacy of salaries

’ paid to alian amployoss, stating whethsr ‘they are comparable
to the salaries paid by Government offices and the better
Amsrican businoss firms in the city. State whother the
offics has mede any effort to prepare a schodule of salaries
for alien employess, showing position classifications,
entering and meximum selaries, in-grade stops and period
of sorvice roquired for sdministrative promotions. The
Inspmctor should bs provided confidentially with o stato-
mont of the officor's recommendations for incroascs in
salarics of uny mcombers of thoe staff on a rce-classification
basis, If such rccommendations have baon made to the
Department, the deto should be given.

(7} Mllowancss and contingent cxpenses. A brief discussion
ofs '

(1) the adequaey of rent and cost of living allow-
ances grantcod to American personnel at the post; copies
of the most reeently rroparcd datea on cdost of living should
be aveilable to the Insnector.

(ii) the adeguacy of ropresentation and official
rosidence allowances; the importance of the district, the
need and usefulness of ropresantation at the post, local
and American demands, the adequacy of the office and the
staff in mesting those demands, and the adequacy of
Amorican reprasentetion in gencral as compared with that
of other foreign goverrmonts at the post,

(111) tne adequacy of allotments mede to the post
for contingont cxponsaes,

(8) Scourity.
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Security. Discuss briefly physicel, personnel and con-
munications sscurity conditions at the post and make nny
recommendations considored desirable for thoir improv:ment.
Any comment of o confidential nature contained in this
seotion should be put on a scparate shect marked "Confi-
dential",

Irrepdar tronsactions in currency and merchandise. State
Whet moasuras arc taken 40 have personncl comply with the
Dopartment's regulations concerning irregular trensactidns
in currcney and merchendise, :

Status of work of tho office., A deteiled cccount of the
Work of the officce in arrcars and the reasons therefor.

ITI. B&SIC TRK OF THE OFFICE.

———

The officéer in chargs shall prepare for the Imspector the fol-
lowing information on thc basic work of the office:

(1)

(2)

(3)

Foliticdl work. The politicel reporting of the office,
With spooiel reforence.to the followings: specifie
fields in whichthe Department (or mission or super-
vising office) hra expressed intorest; subjects whick,

in the judgment of the officer are of special intarest;
any unusual political conditions or probloms at tho post;
periodic or speeinl reports reguired of the officcy
gencral nature and volume of the work,

Commercirl and cconomie work. 4 discussion of the com-
mercial nnd @ conomic work of the office, giving particu-
lar attention to; any unusuel aspocts of 1it, difficulties
encountered in obteining information, and the mamer in
which this activity of thc office is organized; any jus-
tifiablo proposals with respect to a reduction in the
schadule of required reports. '

Culturnl rolations and informational work. A brief dis-
cussion of any cultural relations and informational work
in which the office may be cngaged and any problems —on-

" nected therewith.

(4)

Roscarch and intelligencc work. A discussion of any re-
scarch and intelligoncc work performed by the office and

" specinl problems connccted therowith. Any commont of a

(5):

confidential mature contained in this section should he
put on a separatc shoet marked "Confidential".

ggmigrétioﬁ work. A brief description of the visa and
immigration work of the office with particular reference
to theé following: relative importance of various groups
of applicants nnd facilities for meeting their demends;
any specicl problems or conditions; experience of ths of=

fice with cuses bf fraud or attempts at fraud.

(6) Citizership
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(8)  Citizenship work. A discussion of the citizenship and

. pésspert work of the office, mentioning any specinl
problems connected with it and any experience with
cases of fraud or asttempts at fraud, and stating what
methads arc used to meintain central files giving a
contlnuous rccord of citizenship services performed for
1nd1v1dua1s.

(7) Shipping and seamen. A bricf discussion of the work of
- the offico on shipping end scamon, mentioning any special
-oroblnmq involved, local facilities for the recreation
and relief of soamen, and eny difficulties cncountered
in obtaining cooperation from the local authorities,

(8) Documentation of morchandise. A deseription of the in-
voice work of Tho offica ang any spoecial problems relating
thereto, giving a gonsral account of the nature and volume
of exports from the district end of spscial documcntation
raquired in conncetion with invoices,

- (9) Notarials and estatc work. A discussion of tho volume and
any poculiar charsctoristics of the notarisl and cstate
work, stating what mothods ere followsd in authenticating
signatures and scels of locel officials and listing all
unsettled astate cascs, '

(10) Miscellancous, 4 brief statement concerning the volume
and any special charactcristics of work performed by the
" office in connsction with the following:

(1) gonersl protection of American c¢itizons,
inecluding whorecabouts end welfare, roports of death,
and marriage of Americens under local laws;

~ (ii) services for Veterans' Administration and
Sociel Security Board:

(iii) quarantine and sanitation, including prepara-
tion of sanitary rcports and notificetions concorning
contagious discases; and

(iv) any other activities of the 6ffice deemcd of
sufficicnt importence to merit speeial consideration.

Action on inspcection rcports. Inspcetion revorts shall be
filed in the corrcspondence under No. 124.6 ot Missions and under
No. 125.6 at consular officos. The date of their reccipt shell be
notcd in the Miscsllancous Racord Book, as provided in Sceetion
VIX-I, Note 1 (c¢), (Scction VI} of the Foreign Sorvice Regulations.

Motters on which action should be teken will fall into two
Catogorics: dircctives and surcestions, Directives will bc given
by the Inspeetor in cases involving a violation of statutes or
regulations, or a clearly improper practice; suggestions will be
givon in casos other then those listed above, where ths Inspaoctor
belioves that the adoption of a diffcoroent practice or procedures
would rosult in greatoer officioncy or an improvemsnt in the opora-
tion of the office. Dircctives should bs complied with promptly,

as

Approved For Release 2001/03/01 : CIA-RDP57-00384R000400090087-6



-

-

r

Approved For Releasg 2001/03/01 : CIA-RDP57-003848000400090087-6

- -

as should sugrestions, unlcss the principal officer balisves that
thers is a good reason for not doing so. Within thirty deys aflter
reccipt of an inspaction roport, the principal officer should report
to the Department by despateh the action taken by him to comply with
the dircctives and suspostions conteincd therein. Reasons for
feilure to comply with thom should be fully stated, Refsrcnce to
this dospatch shall be mnde in the noto in the Miscollancous Rzcord
Book referred to above.

Upon permancnt transfor from a post, the officer in charge shall
bring the last inspection roport on the office to the attention of
his successor. The officer assuming charge shall bs guided by the
dircctives and suggestions of tho Inspector in his own edministration
of the office and, if complianco with thom has not buen completed by
his predecessor, he should either comply or rcport to the Depvrtment
his rcasons for not doing so.

Rovised March 1, 1948.
Chiecf, Foreign Sarvice Inspcetion Corps.
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